INDEX  TO  VOLUME  46,  BUSINESS  EDUCATION  WORLD,  SEPT.  1965-JUNE  1966 


SUBJECT  INDEX 


ACADEMIC  STUDENTS:  Personal  Typing  Helps 
Prepare  High  School  Seniors  for  College,  My  30 
ACCOUNTING  (See:  Bookkeeping  and  Accounting) 
ADMINISTRATION  (see  also;  Extracurricular  Ac¬ 
tivities) 

Business  Teachers  and  Guidance  Counselors  Must 
Cooperate,  019 

Do  You  Recognize  These  Administrators?  S  25 
Future  of  University  Is  Said  to  Rest  With  Its 
President,  Ja  8 

Increasing  Number  of  Schools  Use  Computers  for 
Scheduling,  Ap  14 

Our  School  Superintendents;  Where  Will  They 
Come  from?  Mr  8 

Rejuvenating  a  Community  College  Department, 

Je  14 

ADULT  EDUCATION 

Bookkeeping  for  Adults,  S  1 1 
Graduates  of  Two-Week  Course  Program  Complex 
Computers,  S  10 
AUDIO  LEARNING  LABS 
Ccmporotive  Evaluation  of  Shorthand  Dictation 
Labs,  F  20 

Special  Section,  F  19 

Teaching  Double-Size  Typing  Classes  with  Tapes, 


We  Saved  Money  with  a  Wireless  Dictation  Lab, 
0  17;  letter,  D  4 

What  Do  We  Really  Expect  Shorthand  Labs  to 
Do?  Je  20 

AUDIO-VISUAL  AIDS  (see:  Teaching  Aids) 
AUTOMATION  (see:  Computers;  Data  Processing) 
BOOKKEEPING  AND  ACCOUNTING 
Accounting;  It  All  Started  with  What's-His- 
Name,  Je  28 

Bookkeeping  for  Adults,  S  1 1 
Con  We  Justify  One  Year  of  High  School  Book¬ 
keeping?  D  23 

How  I  Teach  Closing  Entries  in  Bookkeeping,  F  40 
Let's  Update  Bookkeeping  by  Being  Realistic, 

N  24 


Motivating  Devices  for  Second- Year 

S28 


Bookkeeping, 


Teach  Bookkeeping  on  Two  Levels,  0  25 

BULLETIN  BOARDS 

More  Bulletin  Board  Ideas  for  Secretarial  Practice 
Class,  N  22 

More  Secretarial  Bulletin  Boards,  Je  27 
This  Poster  Can  Help  Build  Concepts  about  Money 
My  27  ' 

Try  These  Secretarial  Bulletin  Board  Ideas,  0  26 
Use  Posters  in  Your  Economics  Class,  D  18 
BUSINESS  EDUCATION  (see  also:  Curriculum;  Fed- 
erol  Aid  Programs) 

How  Will  Business  Education  Change  in  the  Next 
25  Years?  S  8 

BUSINESS  ENGLISH 


Assign  a  Term  Paper  in  Business  English,  My  11 
Does  Stenography  Challenge  the  Intellect?  S  19 
Teach  Spelling  Early,  Jo  16 

BUSINESS  LAW 


How  the  Uniform  Commercial  Code  Affects  Busi¬ 
ness  Law  Teachers,  F  28 

The  Metric  System  and  the  Business  Teacher 

Je  16 

"There  Oughta  Be  a  Law,"  Ap  25 
What  You  Should  Know  about  the  Uniform  Com¬ 
mercial  Code,  D  20 

CERTIFIED  PROFESSIONAL  SECRETARY  (CPS): 

The  Case  for  the  CPS  As  Terminal  Designation 
for  Teachers,  Ja  22 

classroom  FACILITIES  (see  olso;  Audio  Learn¬ 
ing  Labs;  Equipment);  Business  Classroom 
Equipment  Guide,  Mr  25 
CLERICAL  PRACTICE  (see;  Office  Practice) 
COLLEGE  (see  also:  Teacher  Training) 

Curricular  Experiences  of  Junior  College  Trans¬ 
fer  Students,  S  31 

"Facts"  About  Colleges:  How  Many  Are  Myth? 

My  7 

Fundable  Job  Opportunities  in  College  Business 
Departments,  Ap  26 

Rejuvenating  a  Community  College  Department, 

Je  14 

Should  Colleges  Train  Programmers?  0  24 
COMMUNITY  RELATIONS 
Building  Employment  Records  for  Our  Business 
Graduates,  My  22 

Business-Education  Day— In  Reverse,  S  20 
FBLA  Can  Improve  School-Community  Relations, 

Je9 

A  New  Sign  of  Spring:  Nationol  Secretaries  Week, 

Ap  12 


What  Purpose  Should  the  Commercial  Club  Serve? 

D  11 

We  Celebrated  National  Secretories  Week  on  A 
Large  Scale,  Je  18 

COMPUTERS  (see  also;  Data  Processing) 

Computer  Assisted  Instruction  Opjerates  By  Re¬ 
mote  Control,  S  7 

Graduates  of  Two-Week  Course  Program  Complex 
Computers,  S  10 

Increasing  Number  of  Schools  Use  Computers  For 
■  Scheduling,  Ap  14 

Massachusetts  Schools  Get  Experimental  Com¬ 
puter  Network,  0  9 

Shortage  of  Programmers  Slows  Down  Computer 
Usage,  N  6 

Students  Telephone  Computer  to  Get  Help  with 
Homework,  Je  4 

This  Computer  "Package"  Is  an  Educational  Tool, 

Ja20 

Will  Schools  of  the  Future  Be  Built  Around  Com¬ 
puters?  D  6 

CONSUMER  ECONOMICS  (see;  Economic  Educa¬ 
tion) 

CURRICULUM 

Can  We  Justify  One  Year  of  High  School  Book¬ 
keeping?  D  23 

Curriculum  Experiences  of  Junior  College  Trans¬ 
fer  Students,  S  31 

A  Suggested  Curriculum  for  the  Preporation  of 
Business  Teachers,  D  9 

DATA  PROCESSING 

Computer  Assisted  Instruction  Operates  by  Re¬ 
mote  Control,  S  7 

A  Data  Processing  Course  Lowered  Our  Dropout 
Rate,  Ap  20 

Graduates  of  Two-Week  Course  Program  Complex 
Computers,  S  10 

How  Are  High  Schools  Handling  Data  Processing 
Programs?  N  16 

Increasing  Number  of  Schools  Use  Computers  for 
Scheduling,  Ap  14 

Massachusetts  Schools  (Set  Experimental  Com¬ 
puter  Network,  O  9 

Shortage  of  Programmers  Slows  Down  Computer 
Usage,  N  6 

Should  Colleges  Train  Programmers?  0  24 
This  Computer  "Package"  Is  an  Educational  Tool, 

Jo  20 

Where  Do  We  Stand  in  Electronic  Data  Process¬ 
ing?  Je  21 

DICTATION  (see;  Shorthand  and  Transcription) 
DICTIONARY  OF  OCCUPATIONAL  TITLES  (D.O.T.) 
The  D.O.T.  and  the  Business  Educator,  My  31 
How  the  D.O.T.  Can  Help  the  Typing  Teacher, 

My  32 

DISTRIBUTIVE  EDUCATION 

Community  Collies  Can  Ease  the  Crisis  in  Re¬ 
tailing  Education,  O  20 

The  Spur  That  D.E.  Needed:  The  Vocational 
Education  Act  of  1963,  S  22 

DROPOUTS 

A  Data  Processing  Course  Lowered  Our  Dropout 
Rcte,  Ap  20 

Whut  (ion  We  Do  for  Those  Kids  Who  Just  Aren't 
Interested  in  School?  N  19 

ECONOMIC  EDUCATION  (see  also:  General  Busi¬ 
ness) 

Build  Concepts  about  Money,  My  27 
Current  Developments  in  Consumer  Economics  (a 
monthly  feature) 

Do  Your  Students  Realize  How  Important  the 
Youth  Market  Is?  My  24 

The  Metric  System  and  the  Business  Teacher, 

Je16 

Savings  and  Investment  Concepts  for  Consumers, 

Je  13 

Show  Students  the  Reality  of  Realty,  Ja  13 
Use  Posters  in  Your  Economics  Class,  D  18 
Whatever  You  Call  It — Teach  Economics,  S  24 
What  You  Should  Know  obout  the  Uniform  Com¬ 
mercial  Code,  D  20 
ELEMENTARY  EDUCATION 
How  Can  We  Best  Implement  Elementary  School 
Typing  Courses?  Nil 

Use  of  Initiol  Teaching  Alphabet  Said  to  Increase 
Writing  Ability,  F  15 
ENGLISH  (see;  Business  English) 

EQUIPMENT  (see  also:  Audio  Learning  Labs) 
Business  Classroom  Equipment  Guide,  Mr  25 
New  Business  Equipment  (a  monthly  feature) 

This  Computer  "Package"  Is  an  Educational  Tool, 
Ja20 

Why  Don't  They  Invent  a  . . .,  Mr  16 
EXTRACURRICULAR  ACTIVITIES 
Boys'  Club  Members  Learn  to  Type  After  School, 
0  22 

Handling  the  Management  of  Extracurricular  Ac¬ 


tivities:  (1)  The  Values  of  Extracurricular  Ac¬ 
tivities,  S  15;  (2)  The  General  Organizotiw, 

O  29;  (3)  The  Student  Nevrspaper,  N  25;  14) 
Ticket  Sales,  D  25;  (5)  The  School  Store,  Jo 
31;  (6)  The  Senior  Prom,  F  41;  (7)  The  Year¬ 
book,  Ap  31;  (8)  Departmental  Clubs,  My  34; 
(9)  The  Press  Bureau,  Je  23 
Participate!  Jo  24 

What  Purpose  Should  the  Commercial  Club  Serve? 

Dll 

FEDERAL  AID  PROGRAMS 

The  D.O.T.  ond  the  Business  Teacher,  My  31 
A  Federal  Aid  Primer  for  Business  Educotors,  F  33 
Fundable  Job  Opportunities  in  College  Business 
Departments,  Ap  26 

Section  of  the  Vocational  Education  Act  re¬ 
printed,  N  7  • 

The  Spur  That  D.E.  Needed:  The  Vocational  Edu¬ 
cation  Act  of  1963,  S  22 

What's  Doing  in  Federal  Legislation  (a  monthly 
feature)  .  , 

GENERAL  BUSINESS  (see  also:  Economic  Education) 
Are  Your  Students  Business-Oriented?  D  24 
Assign  This  Project  in  General  Business  Class  on 
a  "Frustrating  Friday,"  My  14 
The  Metric  System  and  the  Business  Teacher, 
Je16 

Show  Students  the  Reality  of  Realty,  Ja  13 
GUIDANCE  (see  also;  Federal  Aid  Programs;  Voca¬ 
tional  Guidance) 

Building  Employment  Records  for  Our  Business 
Graduotes,  My  22 

Business  Teachers  and  Guidance  Counselors  Must 
Cooperate,  019 

A  Data  Processing  Course  Lowered  Our  Dropout 
Rate,  Ap  20 

The  D.O.T.  and  the  Business  Educator,  My  31 
Do  Your  Students  Realize  How  Important  the 
Youth  Market  Is?  My  24 
Does  Stenography  Challenge  the  Intellect?  S  19 
"Facts"  About  Colleges:  How  Many  Are  Myths? 
My  7 

Fundable  Job  Opportunities  in  College  Business 
Deportments,  Ap  26  '  ’ 

How  the  D.O.T.  Can  Help  the  Typing  Teacher, 

My  32 

New  Tests  May  Be  Needed  for  College  Admission, 

D7 

Personal  Typing  Helps  Prepare  High  School  Seniors 
for  College,  My  30 

Reflections  on  Defections  of  Stenographers,  0  15; 
letter,  F  9;  reply  F  12 

"Tell  It  Like  It  Is":  Notes  on  Negroes  in  Busi¬ 
ness  Education,  Ap17 

Vocational  Education  Won't  End  Unemployment, 
Says  Hutchins,  N  6;  letter  Jo  8 
What  Can  We  Do  for  Those  Kids  Who  Just  Aren't 
Interested  in  School?  N  19 
Will  Half  a  Turse  Do  Just  As  Well?  Jo  11;  letter 
F  9 

JUNIOR  COLLEGE  .  .  .  „ 

Community  Colleges  Can  Ease  the  Crisis  in  Re¬ 
tailing  Education,  0  20 

Curricular  Experiences  of  Junior  College  Transfer 
Students,  S  31 

Rejuvenating  a  Community  College  Department, 

.  Je  14 

Role  of  Junior  College  Explored  in  Tri-State  Meet¬ 
ing,  Jo  4 

OFFICE  PRACTICE 

Are  Your  Students  Business-Oriented?  D  24 
Build  Your  Own  Time  Clock  for  Office  Machines 
Class,  S  29 

POST-HIGH-SCHOOL  EDUCATION  (see:  College; 
Junior  College) 

PROFESSIONAL  REPORT  (a  monthly  feature) 
PUBLIC  RELATIONS  (see:  Community  Relations; 
School  Relations) 

RECORDS  (see:  Audio  Leorning  Labs;  Equipment 

Alltel 


SCHOOL  RELATIONS 

Business  Teachers  and  Guidance  Counselors  Must 
Cooperate,  0  19 

FBLA  Can  Improve  School -Community  Relations, 

Je9 

A  New  Sign  of  Spring;  Notional  Secretaries  Week, 

Apl2 

We  Celebrated  National  Secretaries  Week  on  a 
Large  Scale,  Je  18 

SECRETARIAL  PRACTICE  (see  also:  Office  Prac¬ 
tice) 

Are  Your  Students  Business-Oriented?  D  24 
More  Bulletin  Board  Ideas  Tor  Secretarial  Practice 
Class,  N  22 

More  Secretarial  Bulletin  Boards,  Je  27 

Try  These  Secretarial  Bulletin  Board  Ideas,  0  26 


JUNE,  1966 


39 


INDEX  TO  VOL.  46  (continued) 

shorthand  and  TRANSCRIi>TION 

Comparative  Evaluation  of  Shorthand  Dictation 
Lobs.  F  20 

Develop  Transcription  Skill  Step  by  Step,  My  28 
Does  Stenography  Challenge  the  Intellect?  S  19 
How  to  Vory  Dictotion  Procedures,  Ap  7 
Medical  Terminology  Con  Be  Mode  Easy,  0  12 
Na^iOTwide  Survey  of  Shorthond  Dictotion  Lobs, 

Reflections  on  Defections  of  Stenographers  0  15: 
letter,  F  9;  reply,  F  12 

Students  Evaluate  Beginning  Shorthand  N  20 
Teoch  Spelling  Early,  Ja  16 
Try  These  Spe^  Goals  for  Shorthond,  D  14 
We  Saved  Money  with  a  Wireless  Dictation  Lob 
O  17;  letter,  D  4 

What  Do  We  Reolly  Expect  Shorthand  Labs  to  Do? 

Je20 

Will  Half  a  Turse  Do  Just  As  Well?  Ja  11;  letter 

F  9 

SPELLING  (see;  Business  English) 

STUDENTS  (see  olso:  Extracurricular  Activities' 
Guidance) 

Boys'  Club  AAembers  Learn  to  Type  After  School, 

0  22 

Building  Employment  Records  for  Our  Business 
Graduates,  My  22 

Curricular  Experiences  of  Junior  College  Transfer 
Students,  S  31 

Do  Your  Students  Realize  How  Important  the 
Youth  Market  Is?  My  24 
Students  Evaluate  Beginning  Shorthand,  N  20 
Teach  Bookkeeping  on  Two  Levels,  O  25 
Teaching  Typing  to  the  Visually  Handicapped, 
Ap  23 

"Tell  It  Like  It  Is":  Notes  on  Negroes  in  Busi¬ 
ness  Education,  Ap  17 
There  Should  Be  No  F's,  Mr  13  v 
TAPE  RECORDERS  (see;  Audio  Learnings  Labs) 
TEACHERS  AND  TEACHING  (see  also:  Administra¬ 
tion,  Extracurricular  Activities) 

Assign  a  Term  Paper  in  Business  English,  My  11 
Bookkeeping  for  Adults,  S  11 
Business  Teachers  and  Guidance  Counselors  Must 
Cooperote,  O  19 

The  Case  for  the  CPS  As  a  Terminal  Designation 
for  Teachers,  Ja  22 

Computer  Assisted  Instruction  Operates  by  Re¬ 
mote  Control,  S  7 

Do  You  Recognize  These  Administrators?  S  25 
Just  Between  Us  (a  monthly  feature) 

The  AAetric  System  and  the  Business  Teacher. 

Je  16 

Participate!  Jo  24 

Secretarial  Studies  Teachers,  Toke  a  Bow!  F  39 
Students  Evaluate  Beginning  Shorthond,  N  20 
Study  Seeks  New  Approach  to  Licensing  of 
Teochers,  0  10 

Teaching  Is  Bettler  Than  Ever;  Killian,  Ja  4 

There  Should  Be  No  F's,  Mr  13 

We're  Spending  o  Sabbatical  in  India,  My  20 

TEACHER  TRAINING 

The  Case  for  the  CPS  As  a  Terminal  Designation 
for  Teachers,  Ja  22 

Educator  Urges  Special  Troining  for  Teachers  in 
Urban  Schools,  D  6 

Study  Seeks  New  Approach  to  Licensing  Teachers, 

0  10 

A  Suggested  Curriculum  for  the  Preparation  of 
Business  Teochers,  D  9 

Who  Concentrotes  on  Teaching  College  Teachers 
How  to  Teach?  Mr  8 

TEACHING  AIDS  (see  also:  specific  subject) 

Build  Your  Own  Time  Clock  for  Office  Machines 
Class,  S  29 

Computer  Assisted  Instruction  Operates  by  Re¬ 
mote  Control,  S  7 

Mossochusetts  Schools  Get  Experimental  Com¬ 
puter  Network,  O  9 

Project  Discovery  Concentrotes  on  Use  of  Audio- 
Visual  Aids,  O  9 

Take  Advontage  of  the  Wonderful  World  of 
Transparencies,  Ja  19 
Teaching  Aids  (a  monthly  feature) 

Will  Schools  of  the  Future  Be  Built  Around  Com¬ 
puters?  D  6 

TRANSCRIPTION  (see:  Shorthand  ond  Transcrip¬ 
tion) 

TYPEWRITING 

Assessing  the  Difficulty  of  Straight-Copy  Typing 
Moteriol,  My  17 

Boys'  Club  AAembers  Learn  to  Type  After  School, 

02Z 

Build  Confidence  in  Your  Beginning  Typing  Stu¬ 
dents,  Je  10 

Here's  a  Simple  Way  to  Center  Tobuloted  Re¬ 
ports,  0  27 

Homework  in  Typing?  D  16 
How  Con  We  ^st  Implement  Elementary  School 
Typing  Courses?  N  11 


'  How  the  D.O.T.  Can  Help  the  Typing  Teacher, 

My  32 

How  to  Keep  Students'  Eyes  on  the  Copy,  Mr  78 
How  We  Handled  an  Accelerated  Typing  Pro¬ 
gram,  Ja  29 

Introducing  Typewriting:  The  Cholkboard  Ap¬ 
proach,  S  26 

Personal  Typing  Prepares  High  School  Seniors  for 
College,  My  30 

Teoching  Double-Size  Typing  Classes  with  Tapes, 

f  25 

Teaching  Typing  to  the  Visually  Handicapped, 

Ap23 

How  Can  We  Figure  Actual  Production  Typing 
Speed?  Je  7 

VISUAL  AIDS  (see;  Bulletin  Boards;  Teaching  Aids) 
VOCATIONAL  EDUCATION  (see  also;  Federal  Aid 
Programs) 

"Sub-Cal  leges"  May  Answer  Need  for  Marketable 
Skills,  Ap  14 

Vocational  Education  Won't  End  Unemployment, 
Says  Hutchins,  Ja  8 

VOCATIONAL  GUIDANCE  (see  also;  Guidance) 
Building  Employment  Records  for  Our  Business 
Graduates,  My  22 

Community  Colleges  Can  Ease  the  Crisis  in  Re¬ 
tailing  Education,  0  20 
The  D.O.T.  and  the  Business  Educator,  My  31 
How  the  D.O.T.  Can  Help  the  Typing  Teacher, 

My  32 

Reflections  on  Defections  of  Stenographers,  0  15; 
letter,  F  9;  reply,  F  12 

Shortage  of  Programmers  Slows  Down  Computer 
Usage,  N  6 

"Tell  It  Like  It  Is":  Notes  on  Negroes  in  Business 
Education,  Ap  17 
WRITING  (see:  Business  English) 

WORK  EXPERIENCE 

What  Can  We  Do  for  Those  Kids  Who  Just  Aren't 
Interested  in  School?  N  19 


AUTHOR  INDEX 

Sr.  Antonia,  C.  R.:  How  to  Vary  Dictation  Proce¬ 
dures,  Ap  7 

Arcamone,  Virginia:  Are  Your  Students  Business- 
Oriented?  D  24 

Armstrong,  Dovid  T.:  This  Computer  "Package"  Is 
an  Educoticnal  Tool,  Ja  20 
Atwell,  Beverly:  Let's  Update  Bookkeeping  By  Being 
Realistic,  N  24 

Bocklund,  D.  Howard:  Should  Colleges  Train  Pro¬ 
grammers?  0  24 

Beckner,  Caroline  J.:  Assign  This  Project  in  General 
Business  Class  on  a  "Frustrating  Friday,"  My  14; 
Whatever  You  Call  It — Teach  Economics!  S  24 
Beede,  Ruth  C.:  More  Secretarial  Bulletin  Boards, 
Je  27;  Try  These  Secretarial  Bulletin  Board  Ideos, 
0  26 

Blockledge,  Walter  L  and  Ethel  H.:  Show  Students 
the  Reolity  of  Realty,  Ja  13 
Bloom,  Gerald:  There  Should  Be.  No  F's,  Mr  13 
Blue,  James  L.:  The  Spur  That  D.E.  Needed:  The 
Vocational  Education  Act  of  1%3,  S  22 
Cambier,  Dennis  W.  Build  Concepts  About  Money, 
My  27;  Use  Posters  in  Your  Economics  Class,  D  18 
Carlberg,  Mona:  How  Are  High  Schools  Handling 
Data  Processing  Programs?  N  16 
Cleary,  Joseph  B.:  Teach  Spelling  Early,  Ja  16 
Cloyd,  Helen  Smith:  Take  Advantage  of  the  Wonder¬ 
ful  World  of  Transparencies,  Ja  19 
Coppola,  Carmen  A.:  Personal  Typing  Prepares  High 
School  Seniors  for  College,  My  30 
Cornwell,  Robert  C.:  Can  We  Justify  One  Year  of 
High  ^hool  Bookkeeping?  D  23 
Davis,  Rose  Anne:  Will  Half  a  Turse  Do  Just  As 
Well?  Ja  11 

Dodson,  Edwin  S.:  A  Data  Processing  Course  Lowered 
Our  Dropout  Rate,  Ap  20 

Drexler,  Violet:  Fundable  Job  Opportunities  in  Col¬ 
lege  Business  Departments,  Ap  26 
Dye,  Charles  F.:  Motivating  Devices  for  Second- 
Year  Bookkeeping,  S  28 

Gallegos,  Yvonne:  Boys'  Club  Members  Learn  to 
Type  After  School,  O  22 

Ghent,  Robert  S.:  Accounting;  It  All  Started  with 
What's-His-Name,  Je  28 

Getz,  George:  What  You  Should  Know  About  the 
Uniform  Commercial  Code,  D  20 
Graver,  Virginia  Rapp:  More  Bulletin  Board  Ideas 
for  ^cretariol  Practice  Class,  N  22 
Green,  Helen  H.:  Just  Between  Us  (a  monthly  feo- 
ture) 

Halverson,  Goylon  L.:  Bookkeeping  for  Adults,  S  11 
Heatherly,  Opol:  FBLA  Con  Improve  School-Com¬ 
munity  Relations,  Je  9 

Hemming,  Amy  0.:  Building  Employment  Recoras 
for  Our  Business  Graduates,  My  22 
Howard,  Milton  E.:  A  Suggested  Curriculum  for  the 
Preporotion  of  Business  Teachers,  D  9 


Hyek,  Jomes:  The -Metric  bystem  ana'tne  Business 
Teacher,  Je  16 

lonnizzi,  Elizobeth:  A  New  Sign  of  Spring;  Na- 
tionol  Secretaries  Week,  Ap  12 
Iverson,  Morgoret  R.:  Here's  a  Simple  Way  to 
Center  Tabulated  Reparts,  0  27 
lefferson,  Robert  W.:  Savings  and  Investment  Con¬ 
cepts  for  Consumers,  Je  13 
Kallous,  Norman  F.:  Where  Do  We  Stand  in  Elec¬ 
tronic  Doto  Processing?  Je  21 
King,  ReMinta  M.:  Business  Teachers  and  Guidance 
Counselors  Must  Cooperate,  0  19 
Kirk,  Beverly:  VYhat  Do  We  Really  Expect  Shorthand 
Labs  to  Do?  Je  20 

Korn,  Bill:  How  to  Keep  btudents'  Eyes  on  the 
Copy,  Mr  78 

Krajicek,  Sandra:  Nationwide  Survey  of  Shorthand 
Dictation  Lobs,  F  22 

Krowitz,  Myron  J.:  "There  Oughto  Be  a  Law,"  Ap 
25;  Whot  Can  We  Do  for  Those  Kids  Who  Just 
Aren't  Interested  in  School?  N  19 
Krevolin,  Nathan:  How  Can  We  Best  Implement  Ele¬ 
mentary  School  Typing  Courses?  Nil  , 

Kruger,  Ellen:  Medical  Terminology  Can  Be  Mode 
Easy,  012 

Lager,  Roger  H.:  How  I  Teach  Closing  Entries  in 
Bookkeeping,  F  40 

Lamb,  Marianne:  Teaching  Typing  to  the  Visually 
Handicapped,  Ap  23 

Latner,  Herbe.t:  Business-Education  Day — In  Re¬ 
verse,  S  20;  Homework  in  Typing?  D  16;  We 
Celebrated  National  Secretaries  Day  on  o  Large 
Scale,  Je  1 8 

Leathersich,  Glenn  J.:  We  Saved  Money  with  a 
Wireless  Dictation  Lob,  0  17 
Levine,  Sheila:  Develop  Transcription  Skill  Step  by 
Step,  My  28 

Long,  Joy  E.:  Assign  a  Term  Poper  in  Business 
English,  My  1 1 

MacDonald,  Robert:  Teach  Bookkeeping  on  Trvo 
Levels,  0  25 

Mackey,  Pauline:  Whot  Purpose  Should  a  Com¬ 
mercial  Club  Serve?  D  11 

Mellinger,  Morris:  Assessing  the  Difficulty  of 
Straight-Copy  Typing  Material,  My  17;  Does 
Stenography  Challenge  the  Intellect?  S  19 
Milham,  George  E.:  Secretarial  Studies  Teachers, 
Take  a  Bowl  F  39;  Students  Evaluate  Beginning 
Shorthand,  N  20 

Misko,  A.  E.,  et  ol.:  Comparative  Evaluation  of 
Shorthand  Dictation  Lobs,  F  20 
Mullin,  Dickson  S.:  Do  Your  Students  Realize  How 
lmpx)rtant  the  Youth  Morket  Is?  My  24 
Myron,  Gunder  A.:  Introducing  Typewriting;  The 
(Chalkboard  Approach,  S  26 
Perfeffo,  Edda:  Are  Your  Students  Business-Ori¬ 
ented?  D  24 

Prieb,  Gordon  F.:  Teaching  Double-Size  Typing 
Classes  with  Tapes,  F  24 
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College  Transfer  Students,  S  31 
Rosenberg,  R.  Robert:  How  the  Uniform  Comnierciol 
Code  Affects  Business  Law  Teachers,  F  28 
Satlow,  I.  David:  Current  Developments  in  Con¬ 
sumer  Economics  (a  monthly  feature);  Handling 
the  Management  of  Extracurricular  Activities  (a 
series  of  articles  appearing  monthly  except  Mr, 
see  Extracurricular  Activities  in  subject  index 
for  detailed  listing) 

Schwartz,  Dorothy  H.:  Reflections  on  Defections  of 
Stenographers,  0  15;  "Tell  It  Like  It  Is":  Notes 
on  Negroes  in  Business  Education,  Ap  17 
Scolnick,  Arnold  H.:  Community  Colleges  Can  Eose 
the  Crisis  in  Retailing  Education,  O  20 
Shaffer,  Richard  G.:  Build  Your  Own  Time  Clock 
for  Office  Machines  Class,  S  29 
Sr.  Antonia:  How  to  Vary  Dictation  Procedures, 

,  Ap7 

Smith,  Sofrona  L.:  The  Case  for  the  CPS  As  a 
Terminal  Designation  for  Teachers,  Ja  22 
Snyder,  Jeanette  R.:  Rejuvenating  a  Community 
College  Department,  Je  14 
Stelter,  Gayle  A.:  Can  We  Justify  One  Year  of  High 
School  Bookkeeping?  D  23 

Stenson,  Violet:  Try  These  Speed  Goals  for  Short¬ 
hond,  D  14 

Thomas,  Doris  M.:  Build  Confidence  in  Your  Be¬ 
ginning  Typing  Students,  Je  10;  How  We  Handled 
an  Accelerated  Typing  Program,  Ja  29 
UnroH,  Ruth:  We're  Spending  a  Sobbatical  in  India, 

My  20 

Walsh,  Lawrence  A.:  The  D.O.T.  ond  the  Business 
Educator,  My  31;  A  Federol  Aid  Primer  for  Busi¬ 
ness  Educators,  F  33 

White,  Jane  F.:  Teaching  Aids  (a  monthly  feature) 
Wiper,  Robert  E.:  How  the  D  O  T.  Con  Help  the 
Typing  Teacher,  My  32 
Witherow,  Mary:  Porticipate!  Jo  24 
Wyman,  Julio:  Do  You  Recognize  These  Admini¬ 
strators?  S  25 

Zucchi,  George  L.:  How  Can  We  Figure  Actual  Pro¬ 
duction  Typing  Speed?  Je  7 
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